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29 June 1970 


Mr. Bannerman 


Seminar #5 Report - copy given to Mr. Coffey. 

Re Oral Briefing - 5 of the group of 8 will be 
on leave the week of 6 July - and 4 of them for a 
week or two thereafter. 

I think you should simply tell us when - at your 
convenience - you want the briefing and we’ll see 
to it that as many of the group attend whose leave 
plans are flexible enough to adjust to a given date. 
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PROBLEM SOLVING SEMINAR #5 

25X1 

22 - 26 June 1 970 


Problem Statement : In what ways can Office of Training 

COURSES OR PROGRAMS BE MORE RESPONSIVE 
TO THE FUTURE NEEDS OF THE SUPPORT 

Directorate? 
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1 * INTRODUCTION 

Toward the accomplishment of our task, we eight endeavored to exploit 

TRAINING AND EDUCATIONAL EXPERIENCES, IDEAS, OPINIONS AND PROBLEMS UNIQUE 
TO EACH OF US IN HIS CAREER AS A SUPPORT OFFICER. SOMETHING SYNERGISTIC 
DID IN FACT OCCUR, AND WE BELIEVE OUR PRODUCT IS GOOD AND IN KEEPING WITH 
OUR ORIGINAL CHARGE. SPECIFICALLY, WE OFFER RECOMMENDATIONS AND SUGGESTIONS 
ON THE FOLLOWING: 


...Organizational considerations regarding roles of the Senior Training 
Officer and the Component Training Officer and relationships between 
the Office of Training, the Senior Training Officer and the Component 
Training Off i cer . 

...The establishment of a "Creative Resource" mechanism under the Director 
of Trai ning. 

...Two training courses: A new course for Support Directorate clericals 

AND A REFURBISHMENT OF THE SUPPORT SERVICES CT COURSE FOR A BROADER 
GROUP OF YOUNG PROFESSIONALS IN THE SUPPORT DIRECTORATE. 

...A SKILLS TRAINING COURSE IN BEGINNING TYPING ANd/oR SHORTHAND, IF 
DETERMINED BY A SURVEY, TO BE WARRANTED BY AGENCY NEED AND EMPLOYEE 
I NTEREST . 

...Training policy with particular regard to external training. 

...Training designs; "More with less." 


RECOMMENDATIONS 

A. Organizational Considerations : The degree to which OTR training 
remains responsive TO future needs of the Support Directorate in 
great measure depends upon the interaction between the Senior 

Training Officer (STO), Component Training Officer f CTO) and the 
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Office of Training. The following recommendations are offered 

IN THE INTEREST OF CREATING AN ORGANIZATIONAL ENVIRONMENT WITHIN 
WHICH INTERACTION MAY DEVELOP IN A CREATIVE, ECONOMIC AND PURPOSE- 
FUL MANNER. , 

I. Senior Training Officer -.-T 


Wtv' 


a. That the ST0 establish closer liaison with CTO’s and OTR. 

b. That the ST0 schedule periodic meetings with all CTO's and 
representatives of OTR. 

c. That the STO, together with CTO's streamline procedures 
related to nominations for Training Selection Board programs 
(e.g., senior service schools). 

d. That the STO attend Training Selection Board meetings in 

THE ROLE OF OBSERVER. 

2 . Component Training Officers 

a. That the CTO placement in Office organization reflect the 4 ' 

CTO function as one which is vital to the attainment of 
component goals and objectives. 

b. That a closer relationship exist between CTO's and career/^^*^ 

.. t- : y 

service boards in order that maximum training GUIDANCE MAY,'/; „ 

BE provided in matters of career development. 

c. That the CTO periodically survey his Office to identify tJ' ; 




TRAINING PROBLEMS, TRENDS AND FUTURE REQUj aEM-kMIS, AND to 
COMMUNICATE THESE FINDINGS TO HIS OFFICE HEAD AND TO OTR 
THROUGH THE STO AS APPROPRIATE. 

d. That the CTO be encouraged to develop, ,HJL§. ea&EX53J o.nal_SJUJ.LS 

.s' 

BY PERIODICALLY ATTENDING TRAINING CONFERENCES AND SEMINARS, 
AND BY HOLDI NG.. ME MB E R S H I P IN PRO F.ESJ? j_ON A L TRAINING SOCIETIES. 
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3* Creative Resource Mechanism : We recommend that a mechanism 

BE ESTABLISHED TO PROVIDE THE DIRECTOR OF TRAINING WITH A 

"creative resource” for: 

\ 

a. Identifying current and long-range Agency training needs. 

b. Providing information concerning the development of new 
training programs and opportunities in government, industry, 
and academia. 

c. Monitoring experimental work in training methodology, 

TECHINQUES AND EVALUATION. 

B. Training Designs ("More with Less "): In the spirit of accomplishing 
more with less as in reaching larger audiences or in making available 
more diversified and tailored training experiences in an era of tight 

BUDGETS AND INCREASING TRAINING REQUIREMENTS, WE OFFER THE FOLLOWING 
RECOMMENDAT I ons: 

I. That liberal use be made of train i ng modules responsive to the 

PECULIAR REQUIREMENTS OF INDIVIDUAL ORGANIZATIONAL UNITS AS TO 
SUBSTANCE, TIME AND PLACE. THE ABBREVIATED INTRODUCTION TO THE 
NTELLIGENCE COURSE OFFERED TO | IPRINTING SERVICES 


Division personnel in fulfillment of Agency regulation 
is a particularly noteworthy example of this concept IN TRAINING 

DES I GN . 

2. That greater use be made of OTR as a central repository of 
educational and training materials. 

3» That increased use be made of audio-visual hard- and soft-ware. 
As AN illustration, we feel that closed-circuit TV and video- 
tape facilities may be exploited more profitably in the Agency. 

A valuable undertaking would be the video-recording of 
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PRESENTATIONS BY OUTSTANDING LECTURERS AND DISTINGUISHED 
PANELS FOR LATER SHOWING. 

4. That CTO's and 0TR staffers be encouraged to show more flexibility 

WITH REGARD TO THE EXCHANGE OF TRAINING PARAPHERNALIA AND TO 
UNDERTAKE SELECTED ELEMENTS OF ONE ANOTHER'S WORK. 

Course Recommendations 
I . Young Professional Course (Support ) 

a. Need - At a relatively early point in their careers, professionals 
who have demonstrated potential for advancement should be 

AFFORDED RECOGNITION FOR THEIR ACHIEVEMENTS AND PROVIDED BOTH 
THE I NCENTI VE AND OPPORTUNITY FOR FURTHER DEVELOPMENT. A 

Young Professionals Course would: 

- Provide young professionals with new experiences and 

CAPABILITIES M UTUALLY ADVANT AGEOUS to THEM AND TO THE AGENCY; 

- Create an atmosphere which manifests the concern of the DDS 
with the progress of young people in his Area; 

- Further an appre cjlaij on by young professionals of their 
contributions to obtainment of Agency and DDS mis s ions and 
goals . 

b. Select i on - Two classes should be conducted each year, to 
accommodate about JO-8o students and consisting of DDS careerists 
who are: 

- Normally in the grades GS-y through GS-12 and possess between 
2-4 years of Agency service; 

- Nominated by their Office Head within Office quotas allocated 
by the DDS. 
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c. Content - Training content should provide for an increased 

FAMILIARIZATION WITH DDS OBJECTIVES AND PROGRAMS, MANAGEMENT 
TRAINING, TEAMWORK PARTICIPATION, AND EXPERIENCE IN SOLVING 


PRACTICAL PROBLEMS WITHIN THE SUPPORT SERVICES. ACCORDINGLY, 

THE RESULTANT PACKAGE SHOULD CONTAIN THE FOLLOWING: 

- Support Services Review - Trends and Highlights; 

- Managerial Grid or Supervision/Management or other management 

TRA 1 N I NG EXPER 1 ENCE; 

- Support simulation (gaming) in problems applicable to 
individual offices; 

- Support simulation in a worldwide mock-up (Headquarters and 
Field) of gaming situations applicable to the several Offices. 

d. T i me - Four weeks. 

e. Implementation of Simulation - We recommend that consideration 

BE GIVEN TO EMPLOYMENT OF A CONSULTANT TO WORK WITH THE INTERESTED 
OFFICIALS, BOTH IN OTR AND THE OFFICES IN THE DEVELOPMENT OF 
THE SIMULATIONS. 

2 . Post-EOD Non-Profess i onal Course (Support ) 

A * Need - We recognize the need to enhance the tra i n i ng opportun i t i es 
now available to young non-professionals. As in the case of 
young professionals, the aspirations of young clericals and other 
non-professionals to feel personally and integrally involved 
in the success of their offices and to better comprehend how 
such activities fit into the larger dimension of DDS purposes 
should be acknowledged and encouraged through a Post-EOD Non- 
Professional Course. Specific purposes of the Course should 
i nclude: 
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- Providing increased knowledge about the Support Services; 

- Familiarizing students with DDS-wide administrative methods 
and standards; 

- Reviewing certain facets of training received in initial 
clerical training; 

- Examining personal and interpersonal work concerns. 

b. Training and Eligibility - Approximately 6 to 8 months after an 
individual's assignment from the Pool to an Office, he or she 
would be eligible for course participation as determined by the 
individual office. Final determination of eligibility criteria 

AND THE KINDS OF NON-PROFESS I ONALS THAT SHOULD BE INCLUDED WITHIN 
THE PROGRAM SHOULD BE RESOLVED AND ANNOUNCED FOLLOWING ONE OR 
TWO PILOT RUNNINGS. 

c. Content - The Course should be divided into two phases, with 

ATTENDANCE OF INDIVIDUAL EMPLOYEES IN PHASE I, PHASE II, OR 
BOTH, AS INDICATED BY THE REQUESTING OFFICE. SPECIFIC ELEMENTS 
RECOMMENDED ARE: 

PHASE I 

- Organization and principal activities of the Support Services 
and significant relationships with other Directorates (by OTR); 

- Presentation by Intelligence and World Affairs School (by OTR); 

- Opposition intelligence services (by OS); 

- Discussion of personal concerns, problems of initial Agency 
and community adjustment, and employees' services and benefits 
(by panel consisting of OTR, OP, OS, OMS). 

- Seminar on interpersonal relations; 
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PHASE I I 

- Seminar refresher on telephone manners and uniform methods 

AND STANDARDS in OFFICE PROCEDURES AND CORRESPONDENCE (BY 
A PANEL OF SENIOR SECRETARIES FROM DOS ) ; 

- Breakout into Office groups for further detailed discussion 
with senior secretaries; 

d. Tt me - Three days. 

e. Course Development - Planning, execution and review should be 
a joint effort of the STO , CTO's and OJR, 

3 • Beginning Typing and Shorthand Training 

a. Need - Advancement by many of our clerical personnel is pre- 
cluded BY LACK OF ESSENTIAL SKILLS IN TYPING ANd/oR SHORTHAND. 

To THE EXTENT THAT THESE SKILLS CAN BE DEVELOPED THE AGENCY'S 
INTERESTS ARE LIKEWISE SERVED. 

b. Proposal - If an OTR survey indicates sufficient Agency need and 

EMPLOYEE INTEREST, A POLICY SHOULD BE ESTABLISHED TO PERMIT 

THE following: 

- Teach beginning typing and shorthand to clerical employees with 
good performance records (no minimal skills required); 

- Office authorization of external training. 

4. Management Planning Courses - AM(P) and SM(P) 

Recommend discontinuance of the SM(P) course, and that one course 
IN AM(P) BE GIVEN FOR GS-12 AND ABOVE. THIS MOVE WILL INCREASE THE 
OPPORTUNITIES FOR GROUP INTERACTION OF OFFICERS AT DIFFERENT GRADE 
LEVELS . 

Note : Content of present courses are identical. We see no need for 

EXPENSE INVOLVED IN THE CONSULTANT'S PRESENTATION AT THIS 
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D. Training Policy Considerations 

I. External Training - Acknowledging the existing policies concerning 

EXTERNAL TRAINING AND ITS USE, WE FEEL THAT EVEN GREATER EMPHASIS 
SHOULD BE PUT ON THE OPPORTUNITIES, AVAILABILITY AND USE OF EXTERNAL 
TRAINING. We recommend: 



TABLISHING UNIFORM GUIDELINES AND ENCOURAGING THE CAREER BOARDS 
AND CTO'S TO ACTIVELY PROMOTE EXTERNAL TRAINING FOR CAREER 
DEVELOPMENT . 

B. The ENCOURAGEMENT OF SHORT-TERM DAYTIME (FULL OR PART T I ME ) 




TRAINING AT THE ACCELERATED SUMMER SESSIONS AT THE LOCAL COLLEGES 

(e.g., George Washington University, American University, 
University of Maryland, Georgetown and George Mason), 
c. That the use of co rrespondence courses be encouraged for career 

DEVELOPMENT. THIS IS ESPECIALLY IMPORTANT IN THOSE SITUATIONS 
WHERE OTHER EDUCATIONAL MEDIUMS ARE NOT AVAILABLE (e.G., WHEN AN 
EMPLOYEE IS ON AN OVERSEAS TOUR ) . 

D * The ENCOURAGEMENT OF LI BERAL P OL I C Y, CONC E RNlNG OFFICE APPROVALS 
FOR SUBSCRIPTIONS TO PROFESSIONAL JOURNALS, MEMBERSHIP IN 
PROFESSIONAL ASSOCIATIONS AND ATTENDANCE AT VARIOUS SEMINARS, 


WORKSHOPS AND CONVENTIONS. 

e. That the CTO assure recognition for successfully completed 

EXTERNAL TRAINING BY REMINDING ALL PERSONNEL TO REPORT SUCH 
TRAINING TO HIS OFFICE. 

2. Sabbat i cals - Consider wider use of full-time attendance at local 
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COLLEGES AND UNIVERSITIES IN STUDENT , RESEARCH OR TEACHER CAPACITIES. 

This .ASAS £ij_t c _ expe rie nce nee d .nqx.xlel.4JM job^or. car eer rel ated fields. 
Employees, otherwise eligible, should be considered for these 

SABBATICALS UP THROUGH THEIR 55TH YEAR. 

3 - Enrollment Eligibility - For enrollment in OTR courses, we recommend 

THAT FULL CONSIDERATION BE GIVEN TO AN EMPLOYEE 1 S PRESENT OR ANTICIPATED 
FUNCTION/ASS I GNMENT AND THAT THE DECISION NOT BE BASED SOLELY ON HIS 
CAREER DESIGNATION (e.G., SECURITY OFFICERS ARE NOT ACCEPTED FOR 
ENROLLMENT IN THE OPERATIONS FAMILIARIZATION COURSE OR THE Cl OPERATIONS 

Course ) . 


ML CONCLUSIONS 

Implicit in our recommendations are the basic considerations of vertical 

AND HORIZONTAL COMMUNICATIONS, TEAMWORK, AND TRYING TO DO MORE WITH LESS. WE 
BELIEVE OUR IDEAS ARE RELEVANT AND SALABLE. WE MAY HAVE PROVIDED SUPPORT FOR 
PLANS AND PROJECTS ALREADY IN EXISTENCE. SOME OF OUR PROPOSALS HAVE AGENCY-WIDE 
RAMIFICATIONS. WE HAVE CHOSEN NOT TO SECOND GUESS OR BELABOR THEM IN THE BELIEF 
THAT ADOPTION FIRST IN OUR DIRECTORATE WOULD DELIMIT UNFORESEEN PROBLEMS AND ASSURE 
OUR CONTROL AND ABILITY TO EVALUATE THESE PROPOSALS DURING THE INITIAL PERIOD OF 
TESTING AND POL I SH I NG. 

In LIGHT OF RAPID CHANGES IN TRAINING TECHNOLOGY AND AGENCY NEEDS, THIS 
SEMINAR TOPIC COULD BE PROFITABLY REVISITED IN TWO OR THREE YEARS BY ANOTHER 

Support group - perhaps at the GS-12 or GS-I I level, thus providing added 

INGREDIENTS OF A YOUNGER AND MORE JUNIOR VIEW OF THE PROBLEM, OR PERHAPS THE 
TOPIC MIGHT BE PROFITABLY REVIEWED BY A GROUP COMPOSED OF THE CTO’S. 
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